
STATE OF CONNECTICUT 

DEPARTMENT OF DEVELOPMENTAL SERVICES 

 

 

Procedure No: I.G.PR.006 Issue Date: April 16, 2009 

Subject:  Purchase of Service Contract Procurement Effective Date: Upon release   
Section:   Contracted Services   Approved: /s/Peter H. O’Meara/KdP 
 
A. Purpose                                                                                                                                                        
 The Department of Developmental Services adheres to the policies set forth in the State of 

Connecticut, Office of Policy and Management (OPM) Procurement Standards for Personal 

Service Agreements and Purchase of Service Contracts Manual. Individuals responsible for 

executing Purchase of Service Contracts should familiarize themselves with this manual and 

refer to it, as necessary, to ensure compliance with OPM procedures. 

 

      The purpose of this procedure is to summarize the OPM procedures and define the procedures of 

the Department of Developmental Services (DDS) in order to standardize the execution of 

Purchase of Service Contracts within DDS and to ensure compliance with the standards and 

procedures set forth in the OPM manual.  

       

B. Overview 

A POS contract is an agreement between a state agency and an organization for the purchase of 

direct human services to individuals served by the Department of Developmental Services 

(DDS). The contract generally is not used for the sole purpose of purchasing administrative or 

clerical services, material goods, training and consulting services. POS contracts are used to 

contract with partnerships, as well as corporations, but not with individuals.  

 

A State agency wishing to enter into a POS Contract must adhere to the requirements set forth in 

the C.G.S.§ 4-70b(c) inclusive. By State Statute, no State agency may hire a Contractor to deliver 

such services or end product without first executing a POS Contract.  A fully executed contract is 

one that has been signed by the contractor, the Director of Administrative and Fiscal Services (or 

designee) at DDS Central Office and, if applicable, reviewed and approved by DAS, OPM and 

the Attorney General’s Office. 

 

C.G.S.§ 4-70b(c) assigns overall responsibility for developing standard policies and procedures 

for the purchase of human services to the Office of Policy and Management. The standard 

format contains two sections to allow for maximum contract uniformity while ensuring the 

programmatic and policy flexibility needs of each agency. Part I includes the scope of services, 

contract performance, budget reports and other program and department-specific provisions. 

Part II incorporates mandatory administrative policy language approved by the Office of the 

Attorney General and is standard to all human service contracts. 

   

C. Applicability 

This procedure applies to all Purchase of Service Contracts executed by the Department of 

Developmental Services. The requirements and standards contained herein do not apply to 

Personal Service Agreements (PSA).   

    

 

 



 
 

I.G.PR.006 - Purchase of Service Contract Procurement 2 
    

D. Procurement Plan 

DDS is required to submit a procurement plan for the purchase of health and human services to 

the Secretary of Policy and Management every three years. The DDS’s procurement plan shall 

meet its operational requirements, as well as be in accordance with existing statutes, regulations, 

and policies. The planning period is three State fiscal years (SFY). The Department’s submitted 

plan is considered a DRAFT until the agency receives notification, in writing, from OPM that the 

plan is APPROVED. Once approval is received, DDS must publish the procurement plan on its 

website. 

 

A plan submitted to OPM for review and approval must include all eight components listed 

below. 

 

1. Purpose- Explains what the DDS expects to accomplish through its procurement 

plan, including the desired outcomes and perceived benefits of the plan. 

2. Procurement Process- Describes the DDS’s POS procurement process from start to 

finish.  

3. Planning Approach-Describes how DDS developed its procurement plan.  

4. Procurement Schedule- The schedule must list all services the agency is 

requesting to purchase through a competitive (RFP) or non-competitive (program waiver) 

process during the next three fiscal years. 

5. Planning Factors- Details the issues DDS considered when developing the procurement 

schedule including the criteria used in deciding how and when to purchase 

the services included in the schedule, the policy objectives most heavily weighed in the 

agency’s planning decisions, formal mandates and the Department’s responsiveness to its 

key stakeholders. 

6. Communication Protocol- Identifies the official contact person assigned by DDS to 

communicate on the procurement plan. The protocol details which organizational units or 

employees within the agency need to be informed about the plan and how DDS will 

communicate its procurement plan to its employees, key stakeholders and current and 

potential contractors. In addition, the DDS’s protocol will identify the process for 

answering questions from outside individuals, firms, corporations, private provider 

organizations, or municipalities about its procurement plan and training its employees 

about the prohibition on ex parte communications concerning the RFP process. 

7. Implementation & Oversight-Identifies the organizational unit within DDS that is 

responsible for the procurement schedule’s implementation, oversight, and monitoring of 

the procurement process. 

8. Additional Considerations (Optional) 

 

E. Procurement Training 

All DDS staff charged with procurement responsibilities related to PSA’s or POS contracts must      

receive training. The training must educate such staff on the procurement requirements and 

practices established by OPM’s standards, the Department of Developmental Service’s written 

procedures, and State policies, statutes, and regulations. Participation in the training is mandatory 

for any supervisory or non-supervisory agency employee, including program staff, having 

responsibility for procuring goods, services, or other assets through a contract. Training topics 

may include, but are not limited to, evaluating the agency’s need for a contract, developing an 
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outline of work, obtaining prior approvals from OPM, writing an RFP, soliciting proposers, 

evaluating proposals, contract execution, contract administration, contractor evaluation, and the 

State’s ethics and confidentiality requirements. 

 

F. Pre-Award Requirements  

1. Evaluate the Need 

Before entering into a contract, DDS staff must first evaluate the need to do so. The evaluation 

should indentify if there are any alternative “low cost” or “no cost” means of acquiring the 

service in order to avoid having to purchase the service through a contract. The scope and 

magnitude of the evaluation should be driven by the size, complexity, length, and importance of 

the service involved. For example, a high cost service having a wide impact calls for a more 

rigorous analysis than a service of short duration with a relatively low cost and narrow impact. 

Before taking steps to engage a contractor, the DDS should establish that the benefits of such a 

decision clearly outweigh the associated costs. 

 

2. Outline of Work 

The first step in preparing a POS is to develop an outline of work describing the project’s 

purpose, scope, activities, expected outcomes, and timeline. At a minimum, the outline of 

work must include the following information: 

 

 Purpose: What is the need for the project?  What underlying opportunity or 

deficiency does it address?  What problem is the agency attempting to solve? 

 

 Scope:  What are the boundaries of the project?  What services or end product 

does the project include?  What other agencies (if any) will be affected? 

 

 Activities:  What does the agency want done?  What functions, duties, or tasks 

are required?  What work is to be performed? 

 

 Deliverables What will the future contractor deliver? What are the tangible 

(e.g., reports, plans, products) or intangible (e.g., new processes, operational 

changes, services) results of the project? 

 

 Outcomes: What are the expected accomplishments or deliverables?  What 

will be the beneficial effects of the project?  What are the tangible (e.g., 

reports, plans) or intangible (e.g., new processes, operational changes) results 

of the project?   

 

 Timeline:  When, and in what sequence, will the work be done?  Are there any 

important milestones?  What are the deadlines? 

 

3. Cost and Term Of Contract 

After the outline of work is developed, DDS must determine the anticipated cost and 

term of the future contract. Depending on its anticipated cost and term, a competitive 

procurement (RFP) or OPM’s prior approval may be required. Pursuant to State 

statutes, any contract with an anticipated cost of more than $20,000 requires a 
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competitive procurement (RFP) process. Any such contract having an anticipated cost 

of more than $50,000 also requires prior approval from the Secretary of OPM before 

issuing an RFP. Pursuant to State statutes, any contract with an anticipated term of 

more than one year requires a competitive procurement (RFP) process, unless OPM 

approves an agency’s request for a waiver of this requirement. Any contract having an 

anticipated term of more than one year also requires prior approval from the Secretary 

of OPM. 

 

4. Approvals 

When a contract has an anticipated cost of more than $50,000 or an anticipated term of 

more than one year, DDS must obtain prior approval from OPM before an RFP can be 

released. 

 

 Request for Purchase of Service Contract - If a POS has an anticipated cost of 

more than $50,000 or an anticipated term of more than one year, prior approval from 

OPM must be received prior to the issuance of a Requests for Proposal.  

 

To apply for approval for a POS contract, an electronic request for a “Request for 

Purchase of Service Contract,” must be submitted to OPM on line using their POS 

Request Website. 

 

 If the Secretary approves the request, the Request for Proposal process may begin  

 immediately.  If the request is denied, the agency must not proceed further. 

 

 Request for Wavier from Competitive Solicitation- If the POS is going to be a 

sole source purchase with a cost greater that $20,000 (if the term of the agreement is 

one year or less) or with a term greater than one year, prior approval must be 

received from OPM prior to any discussions with a Contractor.   

 

To apply for approval for a sole source POS contract, an electronic request for a 

“Request For Waiver From Competitive Solicitation,” must be submitted to OPM on 

line using their POS Request Website. 

 

Any reason given as justification for the sole source purchase (i.e., any checked box 

on the form) must be explained in detail.  The process used to determine the 

proposed rate that the Contractor will be paid must also be included in the 

justification.  The waiver request form should be submitted to OPM at least one 

month before the anticipated start date of a POS. 

 

The services or end product that may qualify for a waiver include, but are not 

limited to: 

 

1. Services for which the cost to the State of a competitive selection process 

outweighs the benefits of such a process, as documented by the State agency; 

2. Services provided by a Contractor mandated by the Connecticut General 

Statutes or by a Public or Special Act; 
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3.  Emergency services, including those needed for the protection of life or health; 

and 

4. Services provided by a Contractor having special capability, unique experience, 

proprietary services, or patent rights. 

 

 In the case of emergency services, a request to expedite the decision on the 

request may be submitted to OPM.   

 

 Program Waiver- A “program waiver” exempts a POS agency from the 

competitive  

procurement requirement for a specific program and for a specific length of time. 

With a program waiver, OPM gives an agency permission to renew the contracts 

with all current contractors for a specific program. In other words, a contractual 

relationship already exists between the agency and the service providers, and the 

agency may renew the contracts associated with the program without conducting a 

competitive procurement process. An agency requests a program waiver by listing 

the service in the agency’s procurement schedule.  The Secretary will consider an 

agency’s request for a program waiver for a limited number of services and for 

any length of time, up to a maximum of five years. Upon approval of the agency’s 

procurement plan (and its associated procurement schedule), an agency is not 

required to competitively procure the service during the approved time frame. 

 

When deciding whether to approve an agency’s request for a program waiver, 

OPM will   weigh factors such as the following: 

 

1. Whether the services are for clients with chronic conditions requiring ongoing 

care; 

2. Whether the State has invested a significant amount of bond money in real 

property 

 or physical plant for the program; 

3. Whether the State is contracting with a municipality or other governmental 

entity; or 

4. Whether zoning or siting issues make location or relocation of the service 

 problematic. 

 

G. Request for Proposals (RFP) 

 

    The purpose of a RFP process is to secure the best services at the lowest possible cost. State 

statutes recommend – and at times require – that a POS be based on a competitive negotiation 

(Request for Proposal). If the cost of an anticipated POS is more that $20,000 or the term is more 

than one year an RFP process must be used to select a Contractor.  

 

1. Documentation of the Procurement Process – The DDS will establish an official project file 

once the decision is made to enter into a contract. The project file must contain all the essential 

documents related to the contractor selection process. The contents of the file must be detailed 

enough to enable someone with no knowledge of the process (such as a State auditor) to 
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reconstruct an accurate account of what occurred. At the end of the contractor selection process, 

all original documents must be retained and placed in the project file.  

 

At a minimum, the project file must include the following documents: 

a) outline of work 

b) approvals from OPM (if required) 

c) list of all participants in the RFP process 

d) signed Ethics, Confidentiality and Conflict of Interest forms 

e) RFP document, including any amendments 

f) evaluation plan, including any amendments 

g) legal notice and advertising placements 

h) any mailing list used to distribute the legal notice 

i) written questions (from prospective proposers, proposers) and answers (from DDS) 

j) list of attendees at the RFP conference (if held) 

k) audio recording, transcript, notes, or minutes of RFP conference (if held) 

l) copies of all RFP related correspondence, including email 

m) all proposals received before and after the deadline 

n) list of proposals received after the deadline (if any) 

o) all rating sheets used for evaluating proposals 

p) any forms or notes used to check references 

q) final ratings and ranking of proposals 

r) Screening Committee’s recommendations to the DDS Commissioner 

s) documentation of the DDS Commissioner’s selection or rejection of a contractor 

 

2. RFP Preparation 

 

To ensure the equitable treatment of potential Proposers, each must receive the same, accurate 

and authorized information throughout the RFP process. Employees must refrain from 

discussing the RFP with any outside parties. Any communications should be directed to the 

Official Agency Contact. 

  

a. Agency Contact 

An agency employee must be selected to be the Official Agency Contact. This individual 

should be a “disinterested party” (meaning, having no interest or involvement) in the RFP 

process, but is knowledgeable about it. This individual will be responsible for handling 

all communications with outside parties concerning the RFP. This individual will also 

receive all proposals and keep them, unopened, in a secure location until the submission 

deadline       

 

              b. Organizing the Team 

The DDS Commissioner (or designee) must select a group of persons referred to as “the 

Team” to work together to conduct the RFP process. He/she must also appoint an 

individual to be the Team’s chairperson. The Team will have three essential tasks. 

 

 Writing the RFP 

 Writing the evaluations plan for reviewing the RFP 
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 Reviewing proposals 

 

a. Ethics and Confidentiality 

Team members and any other individuals who participate in the RFP process must 

comply with the State’s current ethics laws pertaining to State contracting. 

 

All members of the RFP Team must be advised about the activities prohibited by the 

State’s Code of Ethics for Public Officials (C.G.S. § 1-84).  All members must also be 

advised that they must not participate in the RFP process if they have any interest that 

substantially conflicts with the proper discharge of their duties in the public interest 

(C.G.S. § 1-85).  The State’s ethics requirements are further defined by Public Act 04-

245, “An Act Strengthening Ethics Laws Concerning Financial Disclosure, Gifts and 

State Contractors,” and Governor M. Jodi Rell’s Executive Order No. 1, dated July 1, 

2004 (Attachment F). 

 

Any public official or State employee having responsibility for the review, award, or 

monitoring of State  contracts must file a Statement of Financial Interests form with the 

Office of State Ethics (OSE), under the terms provided by C.G.S. § 1‐ 83.      

 

To reinforce the importance and seriousness of these matters, all Team members must be 

required to sign an Ethics and Confidentiality Agreement at the outset of the RFP 

process.  Any other agency employees who are privy to confidential information 

pertaining to the RFP must also sign an agreement.  In signing the agreement, the Team 

members and agency employees attest that they will abide by the standards of conduct 

set forth in the State’s Code of Ethics and further attest that they do not have a conflict 

of interest with the proper discharge of their duties. 

 

The agreements must be reviewed and endorsed once the identities of the potential or 

actual Proposers become known. 

 

d. Prohibited Activities 

The Team members must conduct themselves in an acceptable manner and must refrain 

from engaging in certain prohibited activities during the RFP process. These activities 

give the appearance of impropriety and are contrary to the State’s standard business 

practices. The following activities are prohibited:  

 

 Offering financial donations, material goods, gratuities, gifts, or favors to the agency or                   

the agency’s employees; 

 Offering fund-raising activities for the agency’s benefit; 

 Offering unsolicited in-kind services; 

 Offering activities, services, or sponsorships outside of the RFP subject area; 

 Discussing other Proposers or proposals, or making comparisons to them; 

 Referring or alluding to political affiliations, organizations, or connections; or 

 Providing endorsements or references from individuals who have no expertise or 

experience in the RFP’s subject area (e.g., celebrities). 
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e. Illegal Activities 

All agencies and all Proposers must abide by all relevant State laws related to State 

contracting.  Violations of the law constitute grounds for disqualification of a proposal 

or other sanctions, or both.  Illegal activities include, but are not limited to, the 

following: 

 

 Bribery  –  C.G.S. § 53a-147 

 Commercial bribery  –  C.G.S. § 53a-160 

 Receiving a commercial bribe  –  C.G.S. § 53a-161 

 Bid rigging  –  C.G.S. § 53a-161a 

 Disclosure of bid or proposal  –  C.G.S. § 53a-161b 

 Receiving kickbacks  –  C.G.S. § 53a-161c 

 Paying a kickback  –  C.G.S. § 53a-161d 

 Hindering prosecution  –  C.G.S. § 53a-165aa, 53a-166 & 53a-167 

 

f. Mandatory Reporting 

If a member of the Screening Committee or an agency employee uncovers or suspects 

any prohibited or illegal activity related to the RFP process, the activity must be 

reported to the Chair of the Screening Committee or the DDS Commissioner.  If 

reported to the Chair, the Chair must report the activity to the DDS Commissioner.  

The DDS Commissioner – upon advice of the agency’s legal counsel, the Chief State’s 

Attorney (Division of Criminal Justice), and the AG’s Office – must decide whether to 

investigate or prosecute or take other appropriate action with respect to the reported 

activity. 

 

g. Freedom of Information Act (FOIA) 

Several provisions of the Connecticut FOIA may be applicable to an RFP. 

The Connecticut FOIA generally requires the disclosure of documents in the 

possession of a State agency upon the written request of any citizen, unless some 

“exemptive provision” exists to allow non-disclosure.  Before its issuance, an RFP 

document may be able to be exempt from the FOIA using the “preliminary drafts or 

notes” exemption found in C.G.S. § 2-210(b)(1).  Preliminary drafts or notes relate to 

advisory opinions, recommendations, and deliberations comprising part of the process 

by which government decisions and policies are formulated.  This means that the RFP 

should be labeled “DRAFT” and treated accordingly until the issue date.  Labeling the 

RFP “DRAFT” and treating it as an “advisory opinion, recommendation, and 

deliberation” prior to the issue date may help the document qualify under the 

preliminary draft or notes exemption.  Once issued, however, the RFP will be 

considered a final and public document subject to the FOIA. 

 

2. Writing the RFP 

The Department of Developmental Services will develop and administer RFP’s as per OPM’s 

Standards and Procedures. The RFP will contain all the components as required by State 

Statutes, Executive Orders, and OPM Standards.  

     

 a. Components of an RFP – Required by State Statute 
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 legal notice 

 outline of the work to be performed 

 Cost Proposals 

 contract term 

 required minimum qualifications of the Contractor 

 required format for proposals  

 review criteria 

 submission deadline for proposals 

 Contract Compliance Forms 

 

b. Components of an RFP – Required by Executive Order 

 affidavit concerning campaign contributions 

 affidavit concerning gifts 

  Notification to Bidders - This document gives notice that the contract 

 to be awarded is subject to the contract compliance requirements mandated by State  

 statutes and regulations. The signed copy of this form must be sent to CHRO with 

 CHRO Form CC052 (see section W)  

 Contract Compliance Notice Report- This notice concerns the prohibition of  

discrimination in employment practices.  Upon award of a State contract, the notice 

must be posted by the Contractor in conspicuous places accessible to all employees and 

applicants for employment.  

 

 

                        c. Components of an RFP – Required by OPM’s Standards 

 instructions for Proposers 

 official agency contact 

 Proposer’s representatives 

 communications notice 

 schedule of events (timeline) 

 confidential information notice 

 affirmations concerning contract and conditions 

 minimum submission requirements 

 client based outcome measures with complete and clear information 

about how the measures are defined (by the agency), how the data must be collected 

and reported (by the contractor), and how the reported data will be assessed (by the 

agency). 

 references 

 packaging and labeling requirements 

 inquiry procedures 
 

                          d. Optional or Recommended Components 

 letter of intent 

 Proposers’ conference 

 style requirements 

 multiple submissions 

http://www.state.ct.us/chro/metapages/ContractCompliance/CC_forms/CCRegsNotifbidders.pdf
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 meetings with Proposers 

 insurance certificate 

 

The Team members responsible for writing the RFP need to organize all the required 

components into a logical, well-presented document.  It is strongly recommended that the 

RFP be submitted to the agency’s legal counsel for review before its release. 

 

H.  Writing the Evaluation Plan 

 

Certain members of the RFP Team must be charged with the responsibility for writing an 

evaluation plan.  At the agency’s option, the members of the Screening Committee or some subset 

of the Committee may write the evaluation plan.  The evaluation plan describes the Screening 

Committee’s step-by-step process for reviewing proposals:  from the time when the proposals are 

received by the Official Agency Contact, to the time when the names of the three top ranking 

Proposers are submitted to the DDS Commissioner.  The plan must also include the rating sheets 

(with the criteria and weights) that must be used when reviewing the proposals.  The members of 

the Screening Committee and the DDS Commissioner (or designee) must approve the evaluation 

plan, including the weighted criteria, before the RFP is released. 

 

The evaluation plan should include, but is not limited to, the following steps in the review process: 

 

 Receiving proposals 

 Reading proposals 

 Individual rating of proposals 

 Holding meetings with Proposers (optional) 

 Committee rating of proposals 

 Final ranking of proposals 

 Reporting to DDS Commissioner 

 

I.  Advertising 

 

1.  Print Media 

When the anticipated cost of the POS is more than $50,000, the RFP must be advertised in 

the print media. The first step in advertising the RFP is writing a legal notice – i.e., a public 

announcement about the RFP.  At a minimum, the legal notice should contain the following 

information: 

 

 the agency’s name and address; 

 a brief description of the project; 

 the required minimum qualifications of the Contractor; 

 the location, date, and time of the Proposers’ conference (if any); 

 the person to contact to obtain a copy of the RFP; and 

 the deadline for submitting proposals. 

 

Once written, the legal notice must be advertised in the print media. Print media include 

major newspapers having either statewide or regional (multi-state) circulation. Pursuant to 
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Executive Order No. 3, all bids, RFPs, related materials, and resulting contracts and 

agreements must be posted on the DAS State Contracting Portal.  All legal notices and RFPs 

must also be published on the agency’s website. Be sure to coordinate the timing of any 

direct mailing with the publication of the legal notice in the print media, on the agency’s 

website, and on the State Contracting Portal. They should occur simultaneously. 

 

2. Direct Mailings 

The legal notice can also be mailed to individuals, qualified providers, firms or corporations 

that may be interested in responding to the RFP, but such a mailing must not be done 

exclusively.  The direct mailing must also include small and minority-owned businesses that 

have been certified by DAS.  Contact DDS’s Affirmative Action Department or DAS for a 

copy of the current list.  The list is also available on the DAS website. 

 

Some interested parties may request a hard copy of the RFP.  So as not to discriminate 

against those without access to a computer, a printer, or the Internet, a hard copy of an RFP 

must be given to anyone who requests one.  It is advisable to keep a list of all those 

requesting a copy, as this information can be useful for updating direct mailing list or 

issuing any amendments to the RFP. 

  

3. Website Advertising 

 

a. DDS Home Page 

All legal notices and RFPs must also be published on the DDS website.  Ideally, a 

prominently placed hyperlink or clickable image on the “home page” should take the 

viewer to an “RFP page” where all the legal notices and RFPs are listed.  From the 

RFP page, a viewer should be able to view, download, and print each legal notice and 

RFP. 

 

b.    DAS Procurement 

DAS maintains a page on its website devoted to “Other State Agency Bid/RFP Sites.”  

The address is http://www.das.state.ct.us/Purchase/Portal/Portal_Home.asp.  Per 

Executive Order # 3 (Attachment J) issued by Governor Jodi Rell, all bids and RFP’s 

must be posted to this State Contracting Portal. 

 

J.  Inquiry Procedures 

All questions from Proposers must be directed to the Official Agency Contact, who is 

responsible for forwarding the questions to the Team.  The Official Agency Contact should 

compile and repackage the questions into a new document without any identifying information 

about the Proposers. The Team should answer these questions as clearly as possible and in such a 

way as to preserve the integrity of the process.  The procedure the Team adopts to answer 

questions must be explained in the RFP. 

 

Proposers must submit their questions in writing by the deadline(s) established in the RFP.  The 

deadline for questions should be at least two weeks after the RFP is issued.  The agency should 

allow Proposers to submit questions using a variety of means (i.e., US mail, e-mail, facsimile, or 

http://www.das.state.ct.us/Purchase/Portal/Portal_Home.asp
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an electronic form posted on the agency’s website).  Questions must not be accepted over the 

telephone. 

 

All questions received before the deadline must be answered. The Team has the right to combine 

“like questions” and give only one answer.  The Team is not required to answer questions when 

the source is unknown (i.e., nuisance or anonymous questions).   

 

All questions and answers must be compiled into a written amendment to the RFP and numbered 

(e.g., Amendment 1), even if there is only one question and answer.  In the event that multiple 

amendments are issued, they must be sequentially numbered (e.g., Amendment 2, 3, etc.).  If the 

answer to any question constitutes a material change to the RFP, the question and answer must 

be placed at the beginning of the amendment and duly noted as such.  Amendments should be 

reviewed by the agency’s management, as appropriate, prior to release. 

 

The Team must release the answers to questions on the date established in the RFP.  The 

established deadline must give the Team enough time to prepare the answers and have them 

approved by agency management, as appropriate.  Any and all amendments must be distributed 

to the following individuals:  (1) those on any mailing list used to distribute the legal notice or 

RFP, (2) those who submitted a letter of intent (if any); (3) those who submitted questions; and 

(4) those who attended the Proposers’ conference (if any).  If, however, the RFP required a letter 

of intent or attendance at a Proposers’ conference, the Team need only distribute the 

amendment(s) to those who submitted such a letter or attended the conference.  In addition, an 

agency must also publish amendments on its website and the DAS website.  An agency must not 

use its website as the sole or exclusive means of distributing answers to questions about the RFP. 

 

The release date for the answers to questions about the RFP must be at least two weeks before 

the deadline for submitting proposals. If answering questions takes longer than anticipated, the 

Team should consider the amount of time remaining until the submission deadline.  When an 

insufficient period of time remains (i.e., less than two weeks), the Team should establish a new 

deadline – using an amendment to the RFP to do so. 

 

K. Receiving RFP’s 

All proposals received before the deadline must be stamped with the time and date they are 

received.  The proposals must then be placed – unopened – in a secure location by the Official 

Agency Contact.  They must not be opened until the deadline has passed. 

 

Any proposals received after the deadline must also be stamped with the time and date they are 

received.  A memorandum, documenting the date and time that a late proposal was received, 

must be prepared and maintained in the project file.  Late proposals must be disqualified and not 

reviewed by the Screening Committee.  Late proposals must not be opened and must be retained 

in a secure location by the Official Agency Contact for the duration of the review process.  Any 

Proposer who submitted a late proposal must be immediately notified in writing that the proposal 

has been disqualified. 

 

If fewer than three acceptable proposals have been received in response to an RFP, and the POS 

has an estimated cost greater than $50,000, an OPM form “Request for Non-Competitive 
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Personal Service Agreement” must be submitted to OPM on line using their POS Request 

Website. 

 

L. Reviewing Proposals 

The Screening Committee must review the proposals eligible for review in accordance with the 

approved evaluation plan.  After the due date and time for submitting proposals has passed, 

proposals must be opened by the Chair (or designee) in conjunction with one other Committee 

member.  The Chair and Committee member must conduct a preliminary review of each proposal 

to verify that the proposal meets the minimum submission requirements, as specified in the RFP.  

The Chair must advise the Screening Committee about any proposal that does not meet the 

minimum submission requirements.  At the request of the Screening Committee, the Official 

Agency Contact may contact any proposer who submitted a deficient proposal and allow the 

proposer a specified period of time to correct those minor deficiencies identified in the evaluation 

plan. Any such correction must be submitted to the Official Agency Contact within the time 

allowed (e.g., 24 hours). Failure to submit the necessary correction within the time allowed must 

disqualify a proposal from further review. Other than to correct a minor deficiency (as described 

here), no changes shall be made to any proposal after it has been accepted for evaluation by the 

Screening Committee.  

 

After the deadline for submitting proposals, the Chair must assign a Team member (or members) 

to check each Proposer’s references.  The purpose is to verify the skills, qualifications, work 

record, or accomplishments of a Proposer and to seek other information about the Proposer that 

may be of interest to the Screening Committee.  The DDS RFP Reference Verification form must 

be used for checking references.  Once the reference checks are completed, the Team members 

report their findings to the Chair and other Committee members. 

 

The Screening Committee may ask clarifying questions of Proposers.  The purpose of such 

clarifying questions is to allow Proposers to further explain aspects of their proposals causing 

confusion or misunderstanding.  The Chair should designate a Committee member to collect 

questions from the Screening Committee, organize the questions into sets by Proposer. The 

Official Agency Contact should send each proposer only those questions concerning his or her 

proposal. The questions may be sent by US mail, facsimile, or e-mail.  Proposers should be given 

a limited amount of time to respond back to the Official Agency Contact with their written 

answers (e.g., three business days).  The Screening Committee must review each answer with an 

eye to make sure that it clarifies – and does not alter – the original proposal. 

 

If the RFP and evaluation plan allows for interviews, such meetings with Proposers may be 

conducted at any time before the final rating of proposals by the Screening Committee and in 

accordance with procedures established by the Screening Committee prior to holding any such 

meetings. If the RFP evaluation plan allows for site visits they must be done in accordance with 

the two memoranda (dated July 21, 2004 and August 3, 2004) by Governor Rell. If the Screening 

Committee conducts interviews, all qualified Proposers should be interviewed. At its option, the 

Screening Committee may decide to meet with only the top ranking Proposers.  The actual 

number invited should be decided by a vote of the entire Committee and documented in the 

project file.  It is recommended that, at a minimum, the six top ranking Proposers be invited.  

Since the Committee is required by State statute to report the names of the three top ranking 
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Proposers to the DDS Commissioner at the conclusion of the review process, a somewhat larger 

pool of Proposers would give the Committee more options. 

 

M. Rating the RFP 

When reviewing and rating proposals, the members of the Screening Committee must follow the 

DDS RFP procedure.  All individual and committee rating sheets must be retained in the project 

file and must be disclosed if they are the subject of an active FOIA request. 

 

 N. Contractor Selection 

According to State statutes, the Screening Committee must report the names of the three top 

ranking Proposers to the DDS Commissioner, who must select the Contractor from among these 

names.  After receiving the three names from the Screening Committee, the DDS Commissioner 

may, however, consult with the Screening Committee or other agency personnel in making a 

decision about which Contractor to select. 

 

The Screening Committee’s report to the DDS Commissioner must detail the review process and 

the recommendations. The report must contain the names of the three top ranking Proposers and 

their final ratings.  The Chair of the Screening Committee submits the report to the DDS 

Commissioner. The DDS Commissioner may consult with key DDS staff in his review of the 

proposals. After considering the recommendations in the report and/or the feedback from the 

DDS staff, the DDS Commissioner may select the Contractor from among the three top ranking 

Proposers or reject any or all of the three top ranking Proposers. It is advisable that the DDS 

Commissioner document the reason(s) for selecting and/or rejecting a particular Proposer. If the 

DDS Commissioner does not wish to select one of the top three, then no Proposer must be 

selected and the RFP process must be voided.  The DDS Commissioner may also void the RFP 

process for other reasons, such as a lack of adequate funding or some unforeseen change in an 

agency’s circumstances or requirements. 

  

After the DDS Commissioner makes a selection from among the three top ranking Proposers, the 

selected Proposer is given the opportunity to negotiate a contract with the agency.  Such 

negotiations may, but do not automatically, result in a contract.  

 

O. Contract Negotiation 

Once the DDS Commissioner selects the Proposer, contract negotiations may begin. If all terms 

and conditions are not agreed upon by both the State and the selected Proposer, negotiations may 

begin with the second and third Proposers, in that order. Negotiations should not take place with 

multiple proposers at the same time.  

 

After a contractor has been selected, negotiations cease and the contracting process 

begins.  

The Proposers who were not selected must be notified about the outcome and thanked for 

their interest and participation.  The Team is then debriefed and disbanded. 

 

According to State statute, no agency may hire a contractor without first executing a POS. A 

contractor must not begin work until the contract is fully executed.  
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P.  Appeal Process 

Any proposer may appeal the competitive solicitation process used by an agency to award a POS 

contract. Such appeal must be submitted by a proposer, in writing, to the DDS Commissioner. 

The proposer must set forth facts or evidence in sufficient detail for the Commissioner to 

determine whether the competitive solicitation process failed to comply with the State’s statutes, 

regulations, or standards (established herein) concerning procurement. 

 

A proposer may file an appeal at any time during the solicitation process, but not later than ten 

business days after an agency announces the contract award. 

 

The filing of an appeal shall not be deemed sufficient reason for an agency to delay, suspend, or 

terminate the competitive solicitation process or execution of a contract. 

 

The DDS Commissioner must issue a decision, in writing, not later than thirty days after receipt 

of any such appeal. A copy of the decision must be given to the proposer who filed the appeal 

and any other interested party. The decision shall: 

1. Summarize the agency’s competitive solicitation process for the contract in 

question; and 

2. Indicate the Commissioner finding(s) as to the merits of the proposer's 

appeal. 

In the event that the DDS Commissioner determines that a process violation has occurred and 

that the violation had a substantial effect on the solicitation, the Commissioner shall take 

corrective action not later than thirty days after the date of such a determination. In the event 

such appeal is found to be frivolous, an agency head may dismiss the appeal. Any decision issued 

by an agency head shall be final and not subject to further appeal. 

 

Effective June 1, 2010, any bidder or proposer on a State contract may appeal the solicitation or 

award of a contract to a subcommittee of the State Contracting Standards Board. 

 

Q.    Post Award Requirements 

1. Purchase of Service Contract 

After the contractor has been notified that they have been selected, the Department will 

establish a POS contract with the contractor for the purchase of direct human services to 

individuals served by the DDS. The standard contract template is divided into two parts: 

 Part I contains the scope (outline) of services, contract performance, budget 

reports, and 

other program and agency-specific provisions. No provision of Part I shall negate, 

supersede, or contradict any provision of Part II. 

 Part II contains mandatory terms and conditions that are applicable to all State 

agencies 

using the standard contract template for POS. These provisions in Part II include 

client related 

safeguards; contractor obligations; alterations, cancellation and termination; and 

statutory and regulatory compliance. 
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2. Contract Management 

DDS will establish a Resource Administration department in each region to monitor the 

contractor to assure that progress is made according to the established schedule and that 

the quality of the services delivered meets the Department’s requirements. A Resource 

Manager will be assigned to each contract to maintain communications with the 

contractor while the work proceeds, so as to identify and resolve problems early. The 

responsibilities of the Resource Manger may include, but are not limited to, the 

following: 

 

 Coordinate the flow of information between the agency and the contractor; 

 Respond to requests from the contractor; 

 Authorizing contractor payments against the contract’s budget; 

 Monitor progress against work schedules or milestones; 

 Review and approve amendments 

 Take corrective action when a contractor’s performance is deficient; 

 Resolve disputes in a timely manner; and 

 Maintaining appropriate records. 

 

Not later than 60 days after a contractor has completed work on a contract, DDS will 

evaluate the contractor’s performance and create a formal record of the agency’s level of 

satisfaction with the contractor, which can help inform future decisions about using the 

contractor. DDS must prepare a written evaluation of the contractor’s performance. The 

Department must use OPM’s form, Personal Service Contractor Evaluation, for this 

purpose. The form is available on OPM’s website at 

http://www.ct.gov/opm/fin/contractor_evaluation 

 

An agency may submit an amended evaluation of a contractor, if necessary. A situation 

may arise where an agency receives additional information about a contractor after 

submitting an evaluation to OPM and the additional information is inconsistent with the 

agency’s submitted evaluation. Additional information may include, but is not limited to, 

financial statements or audit reports related to the contract. To submit an amended 

evaluation, use the same form (as above) and note that it is an AMENDED evaluation. In 

the “Other Comments” section, explain why the agency is amending its original 

evaluation. 

 

A printed (hard) copy of the completed evaluation form must be retained in the official 

project file. An electronic copy of the evaluation form must be submitted by email to 

OPM’s Executive Financial Officer at efo.opm@ct.gov In the Subject line of the email, 

enter “Contractor Evaluation” and the Contract ID number, using the standardized 

numbering schema to enter a contract in CoreCT. 

 

 

 

 

 

 

http://www.ct.gov/opm/fin/contractor_evaluation
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R.  References 

      

State of Connecticut, Office of Policy and Management Procurement Standards for Personal 

Service Agreements and Purchase of Service Contracts. 

Section 4-70b(c), inclusive, of the Connecticut General Statutes 

Section 1-84 and section 1-85 of the Connecticut General Statutes (Code of Ethics for Public 

Officials) 

 

S.  Attachments 

 None 
 


